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Title: Cellular Phones: Authorization; Issuance; and Usage
Date Adopted:

Effective Date:
Reference: N/A
Policy Superseded: 96-3 — Cellular Phones; Pagers and 2-Way Radios

It shall be the policy of the Board of County Commissioners of Leonﬁ%%“ﬁty, Florida, that:
Policy No. 96-3, adopted by the Board of County Commissioners gﬁii‘February 13, 1996 is hereby

repealed and superseded and a new policy is adopted in its pla&gﬁo w%
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Authorization and Issuance:

i, N
1. Cellular phones, owned, or leased, by the Coun@' or cellular phone* lnwances may only

be issued to the following County personne]
a. County officials or employees w;li%*\o\
technology for the efﬁc1ent provision “a

T "“».\\

T iy

,,respon ~glhtles require \’b,se of such
N«(;oua Services, or fof the safety of

b. County officials or employees whose jobiitequirements include emergency
response or on-call dut1es,“?i‘j

c. other personnel as approveds

thi %*Q uglty Admml a‘fo‘i’

e af
2. All purchases of such technology *:shall “B\&\ roved, ig“advance, by the receiving
&’*‘Q}i’ g "‘{'\' -

department and/or d1v1smn director. R

%\\*&3&\{‘\
Coun Issued@ellular?hones
=

a. All County ofﬁhlals ortgs\rsonnel shall bg“'reqmred to sign a “Usage Agreement” with
the County whlch\\ﬂ;gl &pteihq e%elpt of the technology and understanding of the

‘\\.‘\. \I*“w

.;.". &

Qw #The Purchﬁs\iﬁngms ifiwill serve as Contract Administrator for the County Cellular
#4% Phone Progranf\i“; and adﬁ“xmster cell phone provider contracts and employee “Usage

A greements’. G i
if:County Ofﬁc,l;;ls or employees shall use this technology primarily for County
relateibusmess ﬁowever if such employee makes or receives a personal call on a
Coun\f)fvfssued cellular phone, then that employee is required to pay for all calls above
30 minuts; ”"jg\er sitonth to the County. Employees in such circumstances are required to
assist the -C“*»‘eellular phone representative for their Department/Division in
d1fferent1at1ng between business-related and personal calls, and to remit the full
amount owed for personal calls in excess of 30 minutes within 30 days of first
notification. Reimbursements shall be made at the pooled package rate per minute. A
copy of the invoice highlighting personal calls indicating a total for each month and a
check payable to Leon County Board of County Commissioners shall be submitted to
the respective department for all personal calls exceeding 30 minutes per month.
The actual cost of all personal long distance calls shall be reimbursed to Leon County

regardless of the number of personal minutes allowed each month.




2, Monltormg and Control:
a. By reviewing monthly schedules of cell phone act;;i?ity‘a\mmedlate supervisors and

3. County Officials, Employees and/or’ ,Depa_gfme t /Di
a. Those County Q {_‘%\18 and emp]ogees who are qssued a cellular telephone shall be
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. County Reserves the right to monitor and audit the use of all County issued cellular

phones.
Reasonable precautions should be made to prevent theft and vandalism.
Cellular phones should not be used when a less costly alternative is safe, convenient,
and readily available.
All expenses for the use of such technology by the County for County related use
shall be paid from the operating budget of the receiving department or division.

SRE,

department/division heads should monitor the use to 1n‘Si1r§ they are being used
appropriately. ‘*\Qx\

. Bach user shall review monthly servicg ”l}dl)lﬁ‘fhgs to detetiiipe and remit, as

appropriate, a payment at the pooled p kage rate per minute per c‘%hat is of a non-
county related purpose. \“\C‘\{*‘é
Inappropriate use of cell phones shall be rep\eg,t\ed to ‘}éspectwe departi‘nent head and
dealt with according to Leon County Personn @101es and Procedures.

. The Purchasing Division will provide an annuz;i\rep\ort of cell phone activity which

includes cost, minutes used and other pertmg‘ng@anfonnatlon to assist in the
monitoring and control of cell pt ﬂ“ﬁge within the QU aty.
3 “\\% e 1:3““““

l\:{slon Responsibilities:

respon51ble fﬁt’f‘“ the opetatlon condltl\qn and seciirity of that telephone while it is in

their possesslon Th‘\% County Oﬂi'mal or employee shall take all necessary
precautions “to Sure fhat the telephone iis not subjected to conditions that would

.....

adversely affeci*ihg qleplic';ine orxfor w@ch it was not designed.

ey

%%mnent“:sha]l be “respon'élble for maintaining an inventory tracking
each cel]g one purchased by their department.

'A mastcr in ‘e M\Q\Qellular phones will be maintained by the Purchasing
sDivision. The i in Qrmatlon “for the master inventory will be furnished by the respective
“departments to th\%?urchasmg Division.

d. Ea&h\department 1all be responsible for maintaining sign out sheets for temporary

i ents of eﬁmlpment This should be tracked at the division and/or department

bn of employment or upon the termination of tenure in office with
Leon Counfy it shall be the responsibility of the County Official or employee to
whom a cellular phone is assigned to return said phone to their supervisor or to the
County Administrator prior to their last date of employment or service in office.
Failure to do so may result in the cost of the phone being withheld from the said
County Officials and employee’s final paycheck until such time as said cellular phone
is returned to Leon County.
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Cellular Phone Allowance:

As an alternative to using a County-issued cellular phone, authorized County Officials
and Board employees, as determined by the County Administrator, may receive a
monthly allowance on their non-county owned or leased cellular phone if it is
appropriately used for County related business. If a County Official or employee is
approved for this option, the County Official or employee must provide the County their
cell phone number to be used for County business and sign a Cellular Phone Allowance
Agreement. The County will not be responsible for the loss Qj.‘ 'endamage to, employee-
owned cellular phones. The County Administrator reserve&the right to discontinue the

cell phone allowance of any previously authorized emp m
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Authorization T
Those individuals who are authorized by the Goi‘i’fit}? AmlmsuatOf%pmlclpate in the
County’s Cell Phone Allowance Program ing¢lude: County Comrnlssioge:ﬁ, Comimission
Aides, Group Directors, Assistant To Gpé‘%@lrectors appropriate DMSlen Directors
and others as determined by the County A _hlstra’tof Spec1a1 excep\tlons will be
approved by the County Administrator or his des:

.
-‘3
o

%
’*w\

f’-cf.»

fxg'.?,
4“

Rate %‘*’*‘“‘,‘. i
The cellular phone allowance rate* 3&?13 Ebezestablished by > \e «Gounty Administrator, and
may be based upon comparable 1n‘ﬁustry\”s indards for czeil phone service or on the
standard basic service level rates and @nutgs%%i@ded&ggr ‘County issued phones from an
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